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Supplier - Create an Invoice in Oracle Supplier Portal

Quick Reference Guide

Introduction

The new Oracle Supplier Portal will replace the iSupplier portal for Wine, Spirits &
Accessories Suppliers (merchandise suppliers). Invoices may be entered directly in the
new Oracle Supplier Portal. Invoices may also be submitted via email or mail, but the
Supplier Portal is the preferred method for the Pennsylvania Liquor Control Board
(PLCB) to receive invoices from suppliers.

This enables suppliers to link invoices to a purchase order (PO) and see all activity
between them and the PLCB.

This lesson will demonstrate how to enter an invoice within the new Oracle Supplier
Portal.
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Create an Invoice in the Supplier Portal

Link to eLearning video: Create Invoice in Supplier Portal

1. Log in to the Oracle Supplier Portal.

2. Click the Supplier Portal Tab, then click the Supplier Portal Tile.

ORACLE

Good afternoon,

Supplier Portal Tools Others

+

Supplier Portal

The Supplier Portal Work Area will appear.

3. Click the Create Invoice Link under the Invoices and Payments Heading.

Supplier Portal

Contract Manufacturing Orders opened

o Manage Production Reports
Vendor-Managed Inventory

 Manage Inventory

o Manage Replenishment Requests
Orders

o Manage Orders
e Manage Schedules

e Acknowledge Schedules in Spreadsheet
W Schedules Overdue or Due Today M Invoices Overdue
Agreements

Invoices and Payments Thank you for your prompt attention to this matter.
-’o Create Invoice

e View Invoices A i Please an A contact in your Supplier Profile
o View Payments The administrative contact is the person in your organization who will receive messages from the PLCB.
Negotiations

to select Submit when updating your profiles.

e View Active Negotiations

Remember to select Submit after making updates to your supplier profile. Selecting Submit will send your
change requests to the PLCB for review and approval. Changes are not made to your supplier record until they
have been approved by the PLCB.

o Manage Responses

The Create Invoice Screen will appear.
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4. Enter the following fields:
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Field Name [Field Type |Input Instructions

Identifying |Dropdown [User Select the PO against which the invoice is created.

PO *
Note: When creating an invoice, you need to link it
to an existing PO, therefore, selecting the PO
number associated with the invoice is mandatory.

Supplier Dropdown |Auto/User [This field appears when the Identifying PO is

Site* entered.
Note: The primary payment site will automatically
populate in the Supplier Site Field. If there is no
primary payment site or there is more than one
payment site, then select the applicable payment
site from the dropdown.

Address Text Auto This field appears when the Identifying PO is
entered.

Remit-to Dropdown |User Select Remit to Bank Account if there is more than

Bank one bank account.

Account

Invoice Number User Use a unique invoice identifier.

Number*

Date* Date User Click the Calendar Icon, then select a date.
Note: The invoice date must be a current or future
date. You cannot backdate an invoice in the new
Oracle Supplier Portal.

Type* Dropdown |Auto Defaults to Invoice.

Note: Fields marked with an asterisk are mandatory, therefore a value must be entered.
Other fields will be auto-populated with details already present on the PO and the
associated data on the system.

ORACLE

Create Invoice @

PN .

wmip * Identifying PO | ASNPO-0144200442244 .

== Remit-to Bank Account | XXX0XX4219 =

=" Number | INV-01234

Supplier BACARDI USA INC

Unique Remittance Identifier

= * Date | 11/30/22

Taxpayer ID 131507147
Unique Remittance Identifier Check Digit

5 * Type | Invoice

wi* Supplier Site | PA-FL-CORAL-02 v Invoice Currency USD - US Dollar

ATTN NAHRA RODRIGUEZ, 2701 S LE JEUNE
09

Address on CORAL GABLES, FL 33134-5808

Payment Currency USD - US Dollar

Supplier Tax Registration Number v

Customer

* Customer Taxpayer ID | 23-6003016/001 v

pennsylvania

Page 3 of 10



PROJECT}
N

Supplier - Create an Invoice in Supplier Portal Quick Reference Guide EW
PP PP Q HORIZON

5. Click the + Icon next to Attachments to add a PDF attachment.

Note: Only PDF attachments are permitted. Attachments are optional but may include
documents such as a PDF of the invoice from your system.

ORACLE ara B
Create Invoice @ involce Actions v [ Save | [ Save and Close ] [ cancel |
T i
* Identifying PO | ASNPO-0144200442244 v Remit-to Bank Account | XXXXXX4219 v * Number | INV-01234
Suppler | BAGARDI USARG Unique Remittance Identifier * Date | 11/30/22 e
Taxpayer ID 131507147 A
o Unique Remittance Identifier Check Digit * Type | Invoice
- -FL- -
Suppller Stte | PA-FL-CORAL-02 \/ Invoice Currency USD - US Dollar
Add ATTN NAHRA RODRIGUEZ, 2701 S LE JEUNE Description
S5 RD, CORAL GABLES, FL 33134-5809 Payment Currency USD - US Dollar
== Attachments Non
Supplier Tax Registration Number v
Tax Control Amount
Customer
i Pe i |
* Customer Taxpayer ID | 23-6003016/001 v | Name  Pennsylvania Liquor Control Board

Addross

The Attachments Window will appear.

6. Click the Category Dropdown to choose a correct attachment category. In this
example, From Supplier.

x

Actions v View w + X

Type Category * File Name or URL Title Description Attached By

File 3 ‘ + From Supplier ¢ From Supplier | | Javier Travies:

Payables Supporting Document

Rows Selected 1 Supporting Document
To Approver L ,
To Buyer [ OK | Cancel |
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7. Click the Choose File Button and follow the prompt to upload a document.

8. Optionally, enter a relevant Title and Description for the attachment, then click OK
to attach the document.

||Atlachments I x

|Actions v | View v 3+ X * *
Type Category * File Name or URL Title Description Attached By
File % From Supplit % Choose File no file selected ‘ Javier Travies:

Rows Selected 1

Cancel

Notes: No more than one attachment (a PDF version of the invoice) can be attached
using the FROM SUPPLIER category. Word, Excel, Outlook, bmp, jpeg or any
document other than a PDF document will not be accepted by the Pennsylvania
Department of Treasury, which issues vendor payments. If supporting documentation
for an invoice should accompany the invoice, it must be attached in the same PDF
document using the FROM SUPPLIER category.

Supporting documentation which does not need to accompany the invoice for it to be
paid can be attached using the SUPPORTING DOCUMENT category (see image
above). These supporting documents can be in any format but will not go to the
Pennsylvania Department of Treasury.

9. Go to the Lines Section, then click the Select and Add Button to match to the PO
lines.

ORACLE NP2

Create Invoice @ nvoice Actions v [ Save | [ Save and Close | | submit || Gance |

* Identifying PO | ASNPO-0144200442244 - Remit-to Bank Account | XXOXXXX4219 v * Number | INV-01234
CARDI USA INC . o pr
Soppllér: BAGARDI USAIN Unique Remittance Identifier Date | 11/30/22 ®
Taxpayer ID 131507147
Unique Remittance Identifier Check Digit * Type | Invoice
Supplec e | £ LCUNRDE Das Invoice Currency USD - US Doltar

ATTN NAHRA RODRIGUEZ, 2701 S LE JEUNE Deotiption

Address  pp, CORAL GABLES, FL 33134-5809 Payment Currency USD - US Dollar

Attachments  None <

Supplier Tax Registration Number v
Tax Control Amount

Customer

¥ N; Pennsylvania Li Control Board
Customer Taxpayer ID | 23-6003016/001 v lame  Pennsylvania Liquor Control Boa

‘
View v

Select and Add Purchase Order Consumption Advice ke
* Number * Type Supplier tem Item Description Ship-to Location ‘b N0 Quantity Unit Price UOM * Amount
* Number * Line *Schedule  Number Line

Address

No data to display.

Total

The Select and Add: Purchase Orders Window will open. PO lines should be returned
(opened for matching against invoices).
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10.Select the Line for which invoice is to be created.
|.|Select and Add: Purchase Orders X

4 Search Saved Search 4

** At least one is required

** Purchase Order | ASNPO-0144200442244 2 | w ** Consumption Advice ‘

** Creation Date | fe

[Soaren | Foee | [3ove

Search Results

View w = Detach | Select All |

7 I | |

Purchase Order Consumption Advice Supplier ltem
Nu':r':ber Item Description Ship-to Location Ordered
Number Line Schedule Number Line
= ASNPO-014... 1 1 ‘ 20721733001082  12-200 Patron Anej... DC5 360
Appb‘] oK H Cancel |
11.Click Apply.
|.|Select and Add: Purchase Orders x

4 Search Saved Search | -

** At least one is required

** Purchase Order | ASNPO-0144200442244 2 | w ** Consumption Advice ‘

** Creation Date | fe

[Soaren | Foee | [3ove

Search Results

View w = Detach | Select All |

7 o I | |

Purchase Order Consumption Advice s lier It
N:l:rl:bl:: em Item Description Ship-to Location Ordered
Number Line Schedule Number Line
ASNPO-014... 1 1 ‘ 20721733001082  12-200 Patron Anej... DC5 360

| Apply || OK || cancel |

Invoice line information will appear with all information necessary to create an invoice.
Check that the details are populated correctly.
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12.Click OK to close the Select and Add: Purchase Orders Window.

Select and Add: Purchase Orders X

4 Search [ Advanced w Saved Search 4 |

** At least one is required

** Purchase Order | ASNPO-0144200442244 2 | w ** Consumption Advice |
** Creation Date Y

‘\ Search ‘ ‘ Reset J ‘ Save... |

Search Results

View w Detach ‘ SelectAIIJ

. | — | —

Purchase Order Consumption Advice

Supplier Item

Number Item Description Ship-to Location Ordered

Number Line Schedule Number Line

No results found.

o [ o ren]

13.Review the Line details and ensure that they are correct.

=

ORACLE ap=I} ]

Create Invoice (@

v (v | (S maacins] [ siome | [oomem |

Identiying PO Romit-to Bank Account | XX00XA219 - * Number | mv-01234
upplier  BACARDI USA | . r
Supplier  BACARDI USAING Unique Remittance identifier Date | 11/30/2022 )
TaxpayerID 131507147 re Iwckea
Unique Remittance Identifler Check Digit
Supplier Site Invaice Currancy USD - US Dolar
ATTN NAHRA RODRIGUEZ, 2701 § LE JEUNE Description L "
Address g, CORAL GABLES, FL 33134-5609 Payment Cumency USD - US Dollar
Attschments None o
Supplier Tax Registration Number v

Tax Control Amount

Customer
Customer Taxpayer D Mame Pennsylvania Liguor Control Board
Address
Lines
View v 4 X [ | cancel Line
i Available
“ Mumber * Type Supplier Item Itemn Description Ship-to Location Tax Classification ‘;:'. Quantity Unit Price UOM * Amount
* Number * Line * Schedule  Number Line
1 ASNPO-... 1 1 2072173300108 12-200 Patron Anejo Tequila 80 ... | 0C5 - - 60 360 15732 Case 56,695.20
Total 56,635.20
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14.Click Save.

ORACLE

Create Invoice &

Identifying PO
Supplier  BAGARDI USA ING

Taxpayer ID 131507147

Supplier Site

Address

Supplier Tax Registration Number

Customer

Customer Taxpayer ID

Lines

View v 4 % [E | GancelLine

Purchase Order
* Number * Type
* Number * Line * Schedule
1 ASNPO-.. 1 1

Remit-to Bank Account | X00KX4218 B
Unique Remittance identifier

Unique Remittance Identifier Check Digit

Description

ATTN NAHRA RODRIGUEZ, 2701 8 LE JEUNE
D, CORAL GABLES, FL 33134-5609

Attachments None

-
Tax Control Amount
Name Pennsylvania Liquor Control Baard
Address
Gonsumption Advice

Supplier item tem Description Ship-to Location  Tax Classification
Number  Line

0721733001082 12-200 Patron Anejo Tequila 80 .. | DCS - -

PROJECTj
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aea @

e T el

* Number | INV-01234
* Date | 11/30/2022 *
Type Iwoice
Invoice Currency USD - US Dollar
Payment Currency USD - US Dallar
Available ; ¢ Pril .
o Quantity Unit Price UOM Amount
360 360 15732 Case 56,695.20
56,635.20

15.Click Submit.

ORACLE

Create Invoict

R rEr A

ASNPO-0144200442244 2
IdaniBg PO Remit-to Bank Account | 00004218 B * Number | v-01234
Supplier BAGARDI USA ING
Unique Remittance Identifier Dato
TaxpayerID 131507147
Unique Remittance Identifier Chack Digit Trpe Invoice
Supplier Site Invoice Currency USD - US Dollar
Aclirons AT NAHRA RODRIGUEZ, 2701 § LE JEUNE Description
D, CORAL GABLES, FL 33134-5608 Payment Currency  USD - US Dollsr
Attachments None
Supplisr Tax Registration Numbsr v
Tax Control Amount
Customer
Fonnsyvaria Liquor Cantrol Board
Customer Taxpayer ID Hame " “
Address
Lines
View v 4 3 [ | ancalLine
* Number * Type Supplier item tem Deseription Ship-to Location  Tax Classification AQ":'.‘"':”' Quantity  UnitPrice UOM * Amount
* Number * Line “Schedule Number  Line
1 ASNPO-... 1 1 12-200 Patron Anejo Tequila 60 ... | DCS v - 60 15732 Case 5669520
Total 56,635.20

ge o B

v [(5ave | [ save and ciose | | submit | [ cancel |

Important: The supplier must click SUBMIT to finalize the invoice. If the invoice is
saved but not submitted, it will remain in “Incomplete” status and will not be processed

for payment.

A confirmation tape will appear briefly. The invoice has been submitted to the PLCB.
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16.Click Printable Page if printing invoice is required for record keeping.

ORACLE é] P o B

Invoice: INV-01234 Printable Page || Greate Anotner | Done |

L PV SRR, . % 1 :
Identifying PO ASNPO-0144200442244 2 Remit-to Bank Account  XX00004219 Number INV-01234
Supplier BAGARDI USA ING Unique Remittance Identifier Date 1130722
TaxpayerID 131507147 Unique Remittance Identifier Check Digit Type Invoice
Supplier Site  PA-FL-CORAL-02 Description Inveice Currency  USD
ATTN NAHRA RODRIGUEZ, 2701 S LE JEUNE
Address o5 GORAL GABLES, FL 33134-5809 Attachments None Payment Currency  USD
Supplier Tax Registration Number Tax Control Amount
Customer
Gustomer Taxpayer ID  23-6003016/001 Legal Entity Pennsylvania Liquor Control Board
Address
Lines
View w
* Purchase Order cm::;‘";w" Supplier
Number Type "ez.p Hem Description Ship-to Location Ship-from Location Quantity Unit Price  UOM Amount
Number  Line Schedule Number  Line
1 ITEM ASNFO-... 1 1 12-200 Patron Angjo Te... DCS 360 157.32 Case 56,635.20
Total 56,635.20

17.Click Create Another to create another invoice following the same steps shown
above.

ORACLE é] P o @

Invoice: INV-01234 -
PN i i ' % L 2
Identifying PO ASNPO-0144200442244 2 Remit-to Bank Account J00COXXX4219 Number INV-01234
Supplier BACARDI USA INC Unique Remittance Identifier Date 11/30/22
Taxpayer ID 131507147 Unique Remittance Identifier Check Digit Type Invoice
Supplier Site  PA-FL-CORAL-02 Description Invoice Gurrency  USD
s AR T 1 v -

Supplier Tax Registration Numb
upplier Tax Registration Number Tax Gontrol Amount

Customer
Customer Taxpayer ID  23-6003016/001 Legal Entity Pennsylvania Liquor Gantrol Board
Address

Lines

View ¥

* Purchase Order cn"::;‘"x“" Supplier
Number  Type “e:lp Item Description Ship-to Location Ship-from Location Quantity Unit Price UOM Amount
Number  Line Schedule Number  Line
1 ITEM ASNPO-... 1 1 12-200 Patron Angjo Te...  DC5 360 157.32 Case 56,635.20

Total 56,635.20
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18.Click Done to return to the Supplier Portal Dashboard.

ORACLE é] P o B

Invoice: INV-01234 Printable Page | Greate Another | Done |

P S R % z ¥ %
Identifying PO ASNPO-0144200442244 2 Remit-to Bank Account  XX00004219 Number INV-01234
Supplier BAGARDI USA ING Unique Remittance Identifier Date 1130722
Taxpayer ID 131507147 Unique Remittance Identifier Check Digit Type Invoice
Supplier Site  PA-FL-CORAL-02 Description Inveice Currency  USD
s 0T TOONCUEE 2101 o e Poymrt ey 050

Supplier Tax Registration Number Tax Control Amount

Customer
CGustomer Taxpayer ID  23-6003016/001 Legal Entity  Pennsylvania Liquor Gontrol Board
Address

Lines

View v

* Purchase Order cm::;‘";w" Supplier
Number Type "ez.p Hem Description Ship-to Location Ship-from Location Quantity Unit Price  UOM Amount
Number  Line Schedule Number  Line
1 TEM ASNPO-.. 1 1 12-200 Patron Ancjo Te...  DCS 360 157.32 Case 56,635.20

Total 56,635.20
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